Directions for Using Google Calendar
1. Go to http://dpanet/development/website/training/portal/main.htm. Navigate down the page until you see the Google Calendar. Click on
the bottom portion of the Google Calendar with a + sign in front of it.
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2. Once you are redirected to www.google.com, enter your username and
password
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Organize your schedule and share events with friends

With Google's free online calendar, it's easy to keep track of life's important events all in one place
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Let your family and friends see your calendar, and view schedules that others have shared with you
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3. Once you have entered your username and password, you should be redirected to the site
below. Now, you can create an event. Navigate to the date of the event. Click on the desired

date. Then click on Create Event.
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4. Once | click on the desired time, a box will pop up that allows me to enter more event-specific
information
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5. One you click on edit event details, you have a number of options. Each option is

highlighted below.
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6. Once you have entered your information and clicked Save, your event should appear
as part of the calendar. If you have any questions, e-mail me at Sid.Cole@dpa.ca.gov

,n’r_." Google Calendar - Windows Internet Explorer — IE I b4 I
&:j‘«‘ - IEl http:ffww, google . comycalendarrender Poid=hrmodtraining%:40dpa. ca. govigsessionid=r46_pSawELSnLFImIt16-A vI |"1|| = | Ilee Search |}3 '|

File Edit Wieu Favorites Tonals Help

o e ) - B - dmh - [hPege - K

kail Calendar Documents Reader “Web more hrmodtraining@dpa.ca.gov | Offline | Sync | & | Settings | Help | Sign out
Google calendar I Search My CGalendars |Shuw Search Options
Added Test on Wed Feh 10, 2010 at 3:30pm. Undo
Create Event n.’ Todsy | Feb 8 — 14 2010 Refresh B pErint Day Week Month 5 Days  Agenda
Quick Add hon 245 Tue 249 Thu 2611 Friznz Sat 213 Sun 2M4
Tasks Lincaln's Birthday valentine's Day
+ February 2010 =
M T w T F s = =l
&5 26 ZEF 2§ z9 30 31 Bam
1 2 3 4 5 & 7
g o 011 12 13 14 —
15 16 17 15 19 z0 zZ1
22 23 24 25 26 27 28
1 2z 3 4 5 & 7 Sam
My calendars EETin
hrmodtraining@dpa.... [
Settino=s Creste =D
¥Other calendars 11am
Add afriend's calendar
12pm
y -
Settines A v 1
2pm
Spm
» Test Here is the event that |
4pm
created.
Spm
Gpm
Tpm
Spm =l

l_l_l_l_’_|_|u Internet | =

nAapp - Appli. .. B Irb [oTTTo 7~ Default - Ms T . ] ions[1].pdf - &, .. = ™ ink =



mailto:Sid.Cole@dpa.ca.gov

